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Kindergarten/Kids After School Program (KASP) Coordinator

INTRODUCTION

This position is located in the QOL Department, FSC Division, Youth Services Branch, NAS
Lemoore. The Incumbent organizes, leads designated Kindergarten/Kids After School
Program (KASP) activities, Day Camp, Summer Camp and assists with Youth Activities
Programs. J

II. DUTIES AND RESFONSIBILITIES

rDevelaps and executes an on-qQoing program of activities and curriculum
that provides positive learning experiences for children and contributes
to their growth and development. Ensures a pleasant, inviting
atmosphere for all children.

Cocrdinates by age, the appropriate play and learming activities to
foster individual and group activity development. t eads amnod interacts
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Lwith children in songs, games, reading and other activities as required.

Observes and evaluates children’s progress, participate in conferences
with parents. Flans and conducts parent involvement in school age
programs and encourages parents to become involved. Makes
recommendat icone for placement of children in aroups based on age,
ability and temperament. Interacts with parents to keep them informed,

answer questions and address concerns. Aﬁﬂ! arlen

Oversees the day to day operation of the Kids After School Frogram.
Farticipates in hiring and evaluating KASF'stafi membere (paid and
vaolunteer persaonnel). Supervicsecs #eEF ctaff members to create a
harmonicous and effective working environment. Assist Youth
Activities Director with scheduling and assignments of KASP staff.
tleeps staff informed on policies, regulations'and program aperating
procedures. Discusses child care problems with Director.

_Plans and facilitates regular NI staff meetings. Develops and
executes an on going program of in-service training which includes
orientation, Yauth Activities policies and procedures, Fire
Frevention/evacuation, Health and Safety.

Maintaine a safe, sanitary and orderly physical envivonment that adheres
to applicable instructions and standards by arvanging for
repair/replacement of equipment and facility, and regular cleaning of
program areas. Ensures staff follows Security, Safety, Health, and
ather required rules.

Maintains recorde of but not limited to children’s enrollment,
registration, attendance, progress reports, and conferences with
parents. Updates children’s files as needed.

Maintains a resource library to aid staff inm preparing activity plans.



fDevel ope a working relaticonship with base school perseonnsl and other
department /organizations on base.

Maintaine and arders ¥ program supplies. Maintains custady, contral
and accountability for HASF =quipment and materials. Assists in
congucting minor and major property inventories as required.

~P9Fforms other vrelated duties s assigned.

I111. GUFERVISORY CONTEOLS

The incumbent performs duties under the geneval supervision of the Youth
Activities Director or other designated Supervisor. The Family Suppart
Director is aveailable for assistance in the absence of the Youth
Activities Director. Incumbent is expected to work to use imitiative
and creativity in accomplishing goale and abjectives. Works
independently, using sound Jjudgement and bringing problems of an unusual
nature to the Youth Activities Divector for guidance.

IV, ENMOWLEDGE FEGQUIRED RY THE FOSITION

Incumbent must have at least two years of specialized experience.

Incumbent must have knowledge of Youth Activities and its operation,
guidelines and instruztions.

Incumbent must haVE'kﬁawledge about school age children’s developmental
needs. Supervisory knowledge and skills are required to supervise 12
FASP staff members..

Must have completed CFR and Firetr Ald trainimg. Must be able to abtain
a Class B Driver’™s License.

Must be at least 18 years of age, high scho2l graduate or equivalent.

Re able to 1ift more than 940 1lbs, and successfully pass background
checks.

V., GUIDELINES

These include DOD, Mavy and local policies and instructions regarding
yauth programs. The incumbent is reguired to use judgment in making
deviations to adapt guidelines to specific situaticons; however,
situaticons deviating agreatly from or not covered by the guidelines
are referred to the supervisor.



VI, COMFLEXITY

The school age pragram involves planned, supervised activities designed
to mest the social, physical, emctional, intellectual and recreational
needs of each child. The incumbent must be responsive to the needs of
the individual children and their parents. The incumbent must allaow
for priorities and schedules that may change freguently, due to new
children are continuously enraolled in the program. The incumbent plans
the daily classroom activities while maintaining adequate staff/child
ratios and a safe, healthy and stimulating environment for children.

VII. SCOFE ANMD EFFECT

The duties of this position involve applying program policies/procedures
ane executing the school age program which contributes to the mental,
social and physical well-being of each child. The program aleso
contributes to the morale and well-being of military and DOD personnel
whose children benefit from the services provided.

VIII. FPERSONAL CONTACTS

Fersonal contacts are with dependent youthe and their parents, MWR
staff, base civilian and military personnel, staff and volunteers.
Contacts are also with local establishments and base school personnel.

I¥. PURFOSE OF CONTACTS

Contacts with dependent youths and their parents are to determine/
evaluate nesds and provide adeqguate child care services. Contacts
with staff and volunteers are to determine staffing needs, provide on-
the-job training and to keep them appraised of goals and objectives.
Contacts with MUR staff is to coordinate available activities for
children and usaqge of facilities. Contacts with civilian and military
base personnel are to obtain services. Contacts with local :
establ ishments is to facilitate usage of facilities for field trips,
and contacts with base schowl personnel is to coordinate/cooperate
with school related issues.

X. PHYSICAL DEMANDS

The work reguires some physical exertion such as long periocds of
standing, walking, bending, and craouching. The work also requires
driving of the schaol van. 0Other physcial demands are typical of a
school age child care environment. The incumbent must be capable
of lifting, moving, carrying children, toys, equipment, supplies
and other program items which may weigh more than 40 lbs.

XI. WORE ENVIRONMENT

Work generally takes place within the administrative and classroom
activity areas with adequate lighting, heating and ventilation.

Wark performed cutdoors will include the playgraund_areas and

field trip locations. The work may involve a flexible work schedule
according to the requirements of the program.



